
 

 

CERTIFICATE OF APPROPRIATENESS APPLICATION CHECKLIST 
 
APPLICATIONS: Paper originals shall be unbound with two-hole punch at top of application. 
Copies shall be collated and bound into separate packets of the following: 

 
Applicant 

Item 
No. ITEMS REQUIRED FOR GENERAL APPLICATION CHECKLIST 

Staff 
Complete and 

Correct Incomplete 

 
 

1 Application Form(s)  

 2 Owner's Affidavit, Applicant Affidavit  

 3 Advisory Board information (optional)  

 4 Site Plan of existing and proposed  structures (clearly identify 
what is being proposed)  

 5 Zoning and Vicinity Map   

 
6 8-1/2" x 11" existing building elevations (photographs are 

acceptable) 
 

 

 
7 Preliminary Landscape Plan (if applicable) - may be part of the 

site plan ʹ N/A as this is a separate COA. 
 

 

 8 Information on signage (size, location, number & type etc.) ʹ 
N/A   

 

 

9 

Exterior lighting ʹ N/A as this is a separate COA.  

 
10 Supporting Information including a written  analysis of 

applicable findings listed under SITE PLAN REVIEW 
PROCEDURES 

 

 

 

 

 

 
Please provide original paper application copy and one digital copy in PDF format  

 



City of Reno 
Planning Division 

 

CERTIFICATE OF APPROPRIATENESS  
PROCEDURES 

 
 
 
Submittal Dates: 
 

x Applications for a certificate of appropriateness may be submitted on any regular 
business day. 
 

x The contact person identified on the application will be sent a letter acknowledging 
receipt of the application as complete and any committee meetings requiring their 
attendance. 

 
Notice: 
 

x All property owners of property within 300 feet of the subject property shall be notified 
by mail at least ten days prior to the meeting at which the matter is to be heard using 
stamped, addressed envelopes supplied by the applicant. 
 

Reviewing Bodies: 
 

x An application accompanied by sketches, drawings, photographs, specifications, 
descriptions, and any other necessary information regarding the proposed project, must 
be submitted at least 15 working days prior to the meeting of the historical resources 
commission. The historical resources commission shall hold a public hearing concerning 
the application. 
 

Decisions: 
 

x The historical resources commission must approve or deny a certificate of 
appropriateness within 45 days after acceptance of a complete application, except 
when the time limit has been extended by mutual agreement between the applicant 
and the historical resources commission. The certificates may be issued subject to 
reasonable conditions necessary to carry out the purposes of this chapter, it is necessary 



for the historical resources commission to prepare a plan to alleviate anticipated 
economic hardship, then the above time limit is automatically extended by 60 days, 
during which time the city council shall not consider any action regarding the subject 
property. 
 

x The decision of the historical resources commission shall be sent by regular mail to the 
applicant within seven days following the historical resources commission's action. A 
copy of the decision shall also be forwarded to those departments or divisions 
responsible for the issuance of permits. 
 

x In the event that the historical resources commission denies a certificate of 
appropriateness, then the historical resources commission must review the economic 
effects on the owner of the property and make a finding as to whether or not an 
economic hardship has been created as outlined within this chapter. 
 

x Such a certificate shall be obtained prior to the issuance of a building permit for the 
purpose of constructing, altering, moving or partially demolishing historic resources, 
but shall be required whether or not a building permit is required. Any permit not issued 
in conformity with this section shall be invalid. 
 

x A decision by the historical resources commission to approve shall be a final decision. A 
decision by the historical resources commission to approve with conditions or to deny 
a certificate of appropriateness may be appealed to the city council by completing an 
appeal form and filing it with the city clerk within ten days of the date of the meeting at 
which the decision was made. Upon receipt of an appeal on the appropriate form 
accompanied by the service charge approved by the city council for appeals, the city 
clerk shall give notice by regular mail to the applicant and all property owners within 
300 feet of the subject property at least ten days prior to the date of the public hearing. 
Said notice shall contain the date, time, place and purpose of the public hearing and the 
street address or approximate location of the subject property. 
 

x If the historical resources commission denies an application for a certificate of 
appropriateness, a new application affecting the same property may be submitted 
within one year of the denial only if either a substantial change is made in the plans for 
the proposed alteration, construction, restoration, reconstruction, moving or 
demolition or other conditions related to the register or surrounding uses have changed 
substantially. 

 



x The historical resources commission shall use all reasonable efforts to expedite any 
concurrent process with the State Historic Preservation Officer, if such a process is 
desired by the applicant for the purpose of securing both a certificate of 
appropriateness and a federal historic preservation tax credit. 
 

Expiration:  
 

x If a permit has not been issued, when required, and construction commenced within 18 
months of issuance of the certificate of appropriateness by the historical resources 
commission, the certificate shall expire, unless a time extension has been granted by 
the historical resources commission prior to the expiration date. If work on an approved 
project is begun and then suspended for more than one year, the certificate of 
appropriateness shall expire unless the applicant applies for and receives approval of a 
time extension from the historical resources commission. 

 



CITY OF RENO 
APPLICATION FOR CERTIFICATE OF APPROPRIATENESS 

 
  

For Community Development Department Use Only: 
CASE NUMBER: 

Date Received  
Time Received  

 
 
PROJECT NAME: Mayberry Gardens ʹ Bunkhouse Windows 
 
PROJECT DESCRIPTION: Renovate and update all the windows in the bunkhouse for consistency, energy 
compliance and efficiency.  
 
PROJECT ADDRESS: 3636 Mayberry Dr., Reno, NV 89509 
 
PROPERTY SIZE:  ~3.75 acres ASSESSOR'S PARCEL NO(S).: 009-742-02 
 
 
ZONING:  OSHL  
 
MASTER PLAN:   P/R/OS  
 
EXISTING LAND USE: 400: General Commercial 

PROPERTY OWNER(S) 
 
NAME: Mayberry Gardens, LLC c/o Kurt Stitser 
 
ADDRESS: 3636 Mayberry Dr. 
 
Reno, NV 89509 
 
PHONE: (775) 737-3301 EMAIL: kurt@built-nv.com 
 
APPLICANT/DEVELOPER(S) 
 
NAME: BUILT. Kurt Stitser 
 
ADDRESS: 3636 Mayberry Dr. 
Reno, NV 89509 
 
PERSON TO CONTACT REGARDING 
PHONE: (775) 737-3301 EMAIL: kurt@built-nv.com 
 

APPLICATION: 
 
NAME: Same as Owner & Applicant 
 (IF SAME AS OWNER OR  
 APPLICANT, PLEASE INDICATE) 
 
ADDRESS:   
 
  
 
PHONE:   
 
FAX NO: ______________________________ 
 
E-MAIL ADDRESS:  _____________________ 
 
The City of Reno will direct all mail on this project to 
the contact person designated above. 
The above information is required. 










